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Using this Training Manual

When you attend HRIS Training, this manual will be used to outline the process. In the

class you will learn specifics on how to process an individual action.

After training, additional resources can be found on the HRIS Website, including a link
to Self Directed Help. This section of the training manual will provide an outline of the

naming conventions and setup/flow of the training material.

Text Conventions

The manual is setup using standard text conventions and distinct visual elements to

make training easier to follow.

Format

Meaning

Bold

Name of a Form/Field.

A manual title.

An emphasized word/phrase.

A placeholder for a user-defined value.

ltalics

A key name. For example, Shift and Enter are key
names.

Visual Elements

Visual elements are provided for certain types of information to draw your attention to

that element/concept.

Format Meaning

vy Tip — provides miscellaneous information about facts
that might be of interest to you as you complete the
process.

S Warning or Important Note — provides critical points or

items that you must address as you complete the
process.

A\

Exercise — indicates Exercise
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Screen Captures

Screen Captures are provided prior to each Task Step Chart. The capture will identify
the Form Name and Form Number according to the task. The numbers identified on the
screen capture correspond to the numbered tasks in the chart.

Example:
HRIS

State of Arizona

Welcome,

EmpLOYEE LIS Taxes (PR13.1)

Go To Preferences Help

13 Change Inquire | Next PageDown PagelUp Previous ReqDeductCreate StateRpt
Employ...
W @Dumpany: 1 j STATE OF ARIZOMA Tax Locations
2) Employee: @ Resident @ work
Related Links State: |az|+| Atizona az Afizona
Emploves Canada Taxes .
Deduction County: j j
U5 Tax Deduction Errars City: j j
Sch Dst: - -
®WDrkers Comp State: |7 j Arizona
EIC Status: | -]
BSI Group Code: |ncGrpe
Mar Exemp Exempt Tax Cert
FC Ded Description Res Sts Mumber  Amount Ex Code
~|[rior | -FEDERAL WITHHOLDING v [l 2 vl [ =]
| [reo1 |-pZ STATE wiH Tax vo| [ M
Addl Exemnptions Addl Tax Info Effective Dates
Tax Code Rate Amount BSI Formula
I |

@Dune

Task Step Chart

é e Internet

The Task Step Charts are set up to easily identify each necessary step taken with follow
through explanation to make training easier to follow.

Format

Meaning

Number Column

This number identifies, on the screen capture, the order the
steps are to be taken (in sequence)

This identifies the field on the form that your action is

HRIS FIELD .

required.

This will tell you if the field you are working on is a Required
R/O , . .

field or an Optional field.
Step/Action This will identify what needs to be entered in the current field.

Expected Result

This will identify the result of your current action taken. If the
task step chart is blank, make sure to always check the lower
left hand corner of your screen for messages from HRIS.

Notes/Additional
Information

This will identify Warning or Important Note — provides critical
points or items that you must address as you complete the
process.
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HRIS Basics

HRIS has a number of standard features that work the same regardless of the field you
are on in the system.

HRIS Forms
» HRIS Forms will always open with the fields blank.

» When navigating in HRIS, you can move from field to field by pressing the Tab
button on your keyboard, or clicking your mouse in each new field.

> You must then type or select from a drop down menu the items you want to fill
into your fields. If you transfer from another HRIS form, some of the data from
the previous form (ex. Company and Employee EIN) will fill in those same data
items on the new form.

Comparing Fields on HRIS Forms
There are key fields, which are required on HRIS Forms.
» All information should be entered in CAPITAL LETTERS.
Name: [snDREW
» Do not use punctuation.
Address 10 456 ARROWHEAD LN

» Phone numbers are input with periods. (602.111.1111)
» Information is Added/Changed/Inquired on using the navigation bar. You can
also use the buttons Next/Previous to move between Employee records.

Add | Change Delete Inquire NEHt Preyious

HRIS System Messages

» Always check the bottom left corner of a form for system messages such as "Add
Complete-Continue."

» HRIS has built in edits to validate information. For example:
o The Social Security Number is checked by HRIS to see that it is in the
correct format and it does not already exist.
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Introduction

Broadcast is used to view reports that are distributed to the agencies. The reports can
be viewed online and/or printed through an Internet browser. Broadcast stores previous
copies of the reports for a specific period of time so you can go back and look at
historical data. You can also compare a current report to a historical report.

There are three different types of Broadcast reports: Benefits, Human Resources, and
Payroll. Your job role determines the types of reports you can view. Access to
Broadcast reports is not granted automatically with your job role. You must have
your HRIS security administrator request it for you. The reports will be available
from the time security access was granted going forward. You will not be able to see
any of the reports that have run in the past.

Most Broadcast reports are run either daily or biweekly. Since some of the reports are
error or update reports, you will not receive a report if there are no errors or updates for
that day.

This lesson begins with the steps to add the Broadcast link to your portal window. If you
already have the link, skip to Opening the Broadcast Window (Page 9).

Helpful Hints

If the report is too big or too small when viewing, go to Changing the Font Size for
Viewing (Page 14).

If the report doesn'’t fit on the page when printing, go to Changing the Font Size for
Printing (Page 20).

If a lot of extra pages are printing and they are mostly blank, go to Printing Through
Print Preview (Page 22).
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Adding the Broadcast Link

Main Portal Screen

HRIS
w State of Arizona Home

My Shortcuts
Manage Shortcuts

S0A Links
Phone Book
Publication

Doa Palicy Manual

HRIS

State of Arizona

Welcome,

G o Preferences Help

User Cplions

L@j Done

l_ l_ Eﬁ Inkernet
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R
HRIS / € Notes/
Field O | Step/Action Expected Results Additional Information
Preferences R | Click on Preferences The Preferences drop down menu
appears.
Content R | Click on Content The Content screen opens If you already have the link, skip to
Opening the Broadcast Window (Page 9).

Broadcast Report Training




Content Screen

Welcome,

Previous Cancel

Main Content
V¥ 52 Manager Self-Service 7 SO8 Links
[V N> SOA Links 7 Broadcast
Phone Book

Publication
Do Policy Manual

Microsoft Internek E x|

@ Reload Portal?

@ Ok I Cancel |

- — - | e e— -, Y
e saved. MNCerne!
€] File saved L[ B (@ mtemst
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R
HRIS / € Notes/
Field O | Step/Action Expected Results Additional Information
1 Broadcast R | Double click on Broadcast in the The Broadcast link moves to the e If you don’t see Broadcast in the
Subscriptions list right under Navigation Subscriptions list, you may not be
authorized to use Broadcast.
o Contact your HRIS security
administrator.

e |f the Broadcast link doesn’t have a
check mark next to it, click in the
check box to activate the link before
double clicking it.

e If the Broadcast link moves to the
right under Main Content, double
click it to move it back under
Subscriptions and try again.

0 Broadcast will not work correctly
if it's in Main Content.
2 Save R | Click on Save An information window pops up
asking if you want to reload the
portal
3 Reload Portal R | Click on OK You are returned to the main portal To view the broadcast reports, continue
Message screen and the Broadcast link with section Opening the Broadcast
appears in your left navigation pane | Window (Page 9).
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Opening the Broadcast Window

HomEe

HRIS
State of Arizona

¥

Home

My Shortcuts

Phone Boolk
Publication
Diod Policy Manual

Broadcast 1
Broadcast

Welcome,

Go To Preferences Help

; e-Broadcasting - Microsoft Internet Explorer

File Edit  Wiew Fawvarites Toals  Help

&Back - = - @3 [8] 3 | {Qhsearch  [GEfFavorites  HfMedia C4 | By S B

Address I@‘aﬁ https: finarkal. hris. skate., az.uslawsonchannels)

ipar L) | ! = il
Publications for: U I‘j;;l L | = U
| Benefits Reports ~ ||| (ZR255)Arrears over one month + ||| Arrears=30-ADF
n ! — 4 —
- HISt?m' propetties I newy window I
Information: Arrears=30 | current publication > | I J
s
ZR259 Date 0O7/21/04 Company 1 STATE OF ARIZONL
Time 10:432 ARRELRS OVER CHNE MONTH OLD O0O6/21/200
Aogency: DEPARTMENT OF ADMIMNISTREATICN Fro
Led Ef
EIN HName Code Lmount La
__________________________________________________________ .
1| | Y
|&] Done Elﬂ Internet 4

|@ Done

I_ I_ E |4 Internet
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R
HRIS / € Notes/
Field O | Step/Action Expected Results Additional Information
1 Broadcast R | Click on the Broadcast link in the Broadcast opens in its own window e You may be prompted again for your

left navigation pane

ID and password.

The Broadcast window is separate
from the portal window so you can
still look up information in HRIS if you
need to.

2 N/A — Maximize R
Button

Click on the maximize button

The Broadcast window expands to
full screen size for better viewing

If a message appears across the
screen that you are not subscribed to
any channels, contact the HRIS Help
Desk and select the Security option.
o You won't be able to do anything
further until this issue is
resolved.
To view the broadcast reports,
continue with section Viewing
Broadcast Reports (Page 11).
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Viewing Broadcast Reports

W = 1 Z L

r—

I Benefits Reports R I (ZRZ59Arrears over one month -

® curent publicstion |

7 https:/ /portal.hris.state.az.us/cgi-lawson/webrpt.exe?prod =LOGANE:pub=215362&bacolor = =] =

e &t Yo Fwomss L kb =
History Publication from: 06/23/2004-02:51:37
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HRIS
Field

Step/Action

Expected Results

€ Notes/
Additional Information

1 Drop Down Menu 1

Click on the drop down menu and
select the type of report you want
to view

The first report of that type displays
in the window

Three types of reports are available:

Benefits, Human Resources and

Payroll.

Your job role determines the reports

you are authorized to view.

0 You may not see all three
choices in the drop down menu.

2 Drop Down Menu 2

Click on the drop down menu and
select the name of the report you
want to view

The report you selected displays in
the window

This menu shows the reports that are
available and will change depending on
the type of report you selected in Step 1.

3 Drop Down Menu 3

Click on the drop down menu and
select the agency/process level
you want to view

The report with the agency/process
level you selected displays in the
window

This menu shows the agencies/

process levels that are available and

will change depending on the report

you selected in Step 2.

If the agency/process level you want

is not listed, scroll down to the bottom

of the menu and click on “next
selections”.

o You will need to click on the drop
down menu again to see the new
list of agencies/process levels.

If the report is too big or too small, go

to Changing the Font Size for

Viewing (Page 14)

4 History Drop Down
Menu

Click on the History drop down
menu and select the date of the
report you want to view

The report you selected displays in a
new window

If the date of the report you want is
not listed, scroll down to the bottom
of the menu and click on “next
selections”.

o0 You will need to click on the drop
down menu again to see the new
list of report dates.

Sometimes the history report will be

“hidden” behind the main Broadcast

window.

o If you don'’t see the history report,
minimize the main Broadcast

Broadcast Report Training
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HRIS
Field

Step/Action

Expected Results

€ Notes/
Additional Information

window.

e When you are done viewing the
history report click on the “X” to close
the window and return to the main
Broadcast window.

o If you minimized the main
Broadcast window you will have
to go to your taskbar and click on
the e-Broadcasting button to
maximize it.

5 Compare Field

Click in the compare box (a check
mark should appear) then click on
the History drop down menu and
select the date of the report you
want to compare to the current
report

The current report displays on the
right and the history report displays
on the left

To return to a single report view, click in
the compare box to remove the check
mark then click on the History drop down
menu and choose “current publication”.

When viewing a Broadcast report, you can also:

e Change the font size of the data displayed — see Changing the Font Size for Viewing (Page 14)

e Print the report, including printing a History report, printing from print preview, or changing the font size for printing
— see Printing Current Reports (Page 16)

e Logout of Broadcast — see Logging Out of Broadcast (Page 24)
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Changing the Font Size for Viewing

Benefits Reports

ADFSEAD-FINANCIAL SERVICES DY SFPO

font size for viewing standard reports

Select a channel to personalize |

Select a folder to personalize

Select a publication to personalize R

Fg@

Microsoft Internet Explorer

2

®|
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HRIS € Notes/
Field Step/Action Expected Results Additional Information
1 Personalize icon Click on the personalize icon The “Personalize Your e-

Broadcasting Viewer” window opens

2 Global Properties

Click on the Global Properties drop
down menu and select “font size
for viewing standard reports”

The “Global Properties Viewer Font
Size” window opens

the report is displayed with the new
font size

3 Viewer font size R | Type a1, 2 or 3inthe box and Nothing will change on the screen e Only 3 font sizes are available.
click on Set o 1isthe smallest and 3 is the
largest.

0 You can change the size as often
as you want and you may want to
use different sizes for different
reports.

4 Close & Update R | Click on Close & Update Viewer A window pops up asking you to
Viewer select OK to reload the viewer
5 OK Box R | Click on OK The Broadcast window reloads and

Broadcast Report Training
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Printing Current Reports

Benefits Reports Arrears=30-ADF 55/AD-FINANCIAL SERVICES DY SPO M

SHHRDL0_HP4S00M on ipp:/[SAN03.AD, STATE.AZ.US
1san03.ad.skake, az,us
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HRIS € Notes/
Field Step/Action Expected Results Additional Information
1 Printer icon Click on the printer icon A window pops up with printer If a security alert pops up, click OK.

settings

2 Print-local

Click on the print-local button

A Print window pops up with a list of
printers

If no printers appear, contact your
technical support staff.

Your print window may appear
differently depending on the Microsoft
Windows and Microsoft Office
versions running on your computer.

3 N/A — Print R | Click on the printer you want to use | The printer name should be
Window highlighted
4 N/A R | Click on the Basics tab and click on | A dot (e) appears next to the word e If you don’t have a Basics tab the

Landscape

Landscape

Landscape option may appear on the
General tab.

You may also be able to access the
Basics tab by clicking Preferences,
then Basics.

5 N/A — Print Button | R

Click on the Print button

The report prints

If the report doesn'’t fit on the page,
go to Changing the Font Size for
Printing (Page 20.

If extra pages are printing and they
are mostly blank, go to Printing
Through Print Preview (Page 22).

Broadcast Report Training
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Printing History Reports

History Publication from: 06/09/2004-04:45:19

&% Print

9 (5 HRD10_HP45000 on ipp: )
Ii SEHRD1E_HP4100 on ipp
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HRIS
Field

Step/Action

Expected Results

€ Notes/
Additional Information

1 N/A

Click on File then click on Print

A Print window pops up with a list of
printers

The history report window doesn’t
have a printer icon like the main
Broadcast window, so you must use
the File menu.

If no printers appear, contact your
technical support staff.

Your print window may appear
differently depending on the Microsoft
Windows and Microsoft Office
Versions running on your computer.

2 N/A

Click on the printer you want to use

The printer name should be
highlighted

3 N/A

Click on the Basics tab and click on
Landscape

A dot (e) appears next to the word
Landscape

If you don’t have a Basics tab the
Landscape option may appear on the
General tab.

You may also be able to access the
Basics tab by clicking Preferences,
then Basics.

4 N/A

Click on the Print button

The report prints

If the report doesn'’t fit on the page,
go to Changing the Font Size for
Printing (Page 20.

If extra pages are printing and they
are mostly blank, go to Printing
Through Print Preview (Page 22).
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Changing the Font Size for Printing

Benefitz Reports

current publication

Select a channel to personalize |

2 ©)

Select a folder to persanalize

Microsoft Internet Explorer

2

®)
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HRIS @ Notes/
Field Step/Action Expected Results Additional Information
1 Personalize icon Click on the personalize icon The “Personalize Your e-

Broadcasting Viewer” window opens

2 Global Properties

T 1O~m

Click on the Global Properties drop
down menu and select “font size
for local printing”

The “Global Properties Font Size for
Local Printing” window opens

3 Print-local font R | Type a1, 2 or 3 in the box and Nothing will change on the screen Only 3 font sizes are available.
size click on “set print-local font” o 1isthe smallest and 3 is the
largest.

0 You can change the size as often
as you want and you may want to
use different sizes for different
reports.

4 Close & Update Click on Close & Update Viewer An information window pops up
Viewer asking you to select OK to reload the
viewer
5 N/A R | Click on OK The Broadcast window reloads The new font size will be used the next

time you print the report.
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Printing Through Print Preview

File 1Y) iew Favorites Tools  Help

{HBack - = - @ A | @Search [Z] Favorites @Media @ | %- =] - @

| @ ‘Links =

Publications for: |

Address I@ https:ffportal. bris,skate, az,us/lawson/channels]

X

|Eleneﬁts Heports j I(ZREEB)Arrears over ane manth

[

x

Erint..@ﬂ | A= F'Qge|1_|jf1 = |@ @I?E%

j“OnIythe selected frame j@: ‘ Cloze

IArrears>3EI—ADFSSIAD—FINANCIAL SERVICES DIV 5PO0 j

2l x| ter!
General | Dptionsl Finishingl Effec:tsl Paper I Destinationl Basics I@
— Select Printer 21: ADFZ
|58 HRD 10_HP4S00M on ipp:f{SANDS, AD,STATE AZ.UIS Froc
- Lews
ADF3
ADFS
[+ ADFS
ADFS
_ i ADFS
Status: Ready [ Print ta file
Location: . _
. Find Printer... |
Cornment:
— Page Range
4 MNurmber of copies: I'I 3:
" Gelection ) Curent Page
" Pages: |1 ¥ Collate
Enter either a zingle page number or a single
page range. For example, 512
@ FBrint I Cancel Apply
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R
HRIS / € Notes/
Field O | Step/Action Expected Results Additional Information

1 N/A R | Click on File then click on Print The Print Preview window opens Your print window may appear differently
Preview depending on the Microsoft Windows and

Microsoft Office versions running on your
computer.

2 N/A R | Click on the drop down menu and The report preview will change Don’t worry if your report is not showing
select “Only the selected frame” up in landscape mode. You will change

that in the next step.

3 N/A R | Click on Print, select the printer, A dot (e) appears next to the word e |If you don’t have a Basics tab the
then click on the Basics tab and Landscape Landscape option may appear on the
click on Landscape General tab.

¢ You may also be able to access the
Basics tab by clicking Preferences,
then Basics.

4 N/A R | Click the Print button The report prints If the report doesn't fit on the page, go to

Changing the Font Size for Printing (Page
20).
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Logging Out of Broadcast

File Edit Wew Favorites Tools  Help

s Back = = - @ tat | @Search [3e] Favarites @Media @ | %- =] % - @

Address I@ https: ffporkal bris, skate, az.usflawsonchannels!

|Eleneﬂts Reports j |(ER259)Arrears over one month j

Publications for: 6 = @ 6 D

Arrears=30-A0F SS5/AD-FINANCIAL

©

%} Logout Screen - Microsoft Internet Explorer

File Edit “iew Favorites  Tools  Help

= Back - = - @ fat | @Search (%] Favorites @Media @ | %v = % - @

Address IE:] https: /fportal. bris. skate, az.usflawson/channelsflogout. hkm

| @ao |Links =

|ﬁ newvs wincaw |

SERVICES DIv SPD

= Thanks for using e-Broadcasting
Press the Cancel button to complete the logout!
----- 1 21x] =
=58
Pleasze type paur uzer name and password.
Site; partal hrig. state az uz
Bealm CGI Lawsan
Uszer Marme ||
Passwaond I
[ Save this password in your password list
Ok I Cancel | @ |
|
c-blroddidstirng 3
il [
|ﬂ:| Dane |- l_ l_ ré_ |ﬁ Inkernet 4
4] ] ©®
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HRIS / € Notes/
Field O | Step/Action Expected Results Additional Information
X R F The logout screen opens
Click on the
2 N/A R | Click on the Cancel button The “Enter Network Password”
window closes and the login screen
opens
3 N/A R | Click on the X The login screen closes
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